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PERSONNEL RECORD CARDS:

5" x 8" cards maintained for the entire department.
Data on each card includes employee's name, address,
social security number, retirement number, telephone
number and birth date. Columns are provided for
recording personnel actions and the nature of action,
classification, effective date, class code, grade,
step, annual and bi-weekly salaries.

Retain for three (3) years
after employee separation
or retirement, then destroy.

POSITION SPECIFICATION SHEETS:

State Department of Personnel job specification
sheets.

Destroy when superseded
or rescinded.
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